RÉSUMÉ READING CHECKLIST

· Consistent job flow – you don’t want a “job jumper” who has a job change every six months or less

Notes:__________________________________________________________________

________________________________________________________________________
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· Customer service background – you want someone with good people skills and experience

Notes:__________________________________________________________________

________________________________________________________________________
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· Real estate background – someone already familiar with the industry brings with them a knowledge of the business and that can save you some training time

Notes:__________________________________________________________________

________________________________________________________________________
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· Educational background – this can give you an idea of the applicant’s motivation for self-advancement, although it should not be the only consideration

Notes:__________________________________________________________________

________________________________________________________________________
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· Specific job skills and training (computer, typing, dictation) – a variety of skills can indicate that an applicant is easy to cross-train and can pick up new skills readily

Notes:__________________________________________________________________

________________________________________________________________________
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· Recommendation letter from previous employer – this can be a big plus, since someone who hired the applicant is evaluating his or her work for you

Notes:__________________________________________________________________

________________________________________________________________________
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 Professional presentation – look for well-written sentences, no typos, and correct punctuation; General appearance of the résumé is very important, because it shows you what the applicant considers to be a final written product.  Remember, your assistant will be preparing written materials for you that reflect on your professionalism, and if he or she already knows what is appropriate, you are on the same track from day one.

Notes:__________________________________________________________________

________________________________________________________________________
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· Something that makes you want to meet and personally interview the applicant – this can be an overall impression or a specific item, but if you don’t want to know more about the applicant after reading the résumé, don’t waste your time on an interview.

Notes:__________________________________________________________________

________________________________________________________________________
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· Did they follow the instructions in the ad?

Notes:__________________________________________________________________

________________________________________________________________________
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· How was the first impression?

Notes:__________________________________________________________________

________________________________________________________________________
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